0SC HR/Payroll Quick Reference Guide

Training

IDENTIFYING EMPLOYEES WITH NEGATIVE BALANCES

1. Run PT_BALOO (Time Administrators and Leave Administrators should be able to run this report).
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2. Click on the variants icon or click on the menu path: Goto > Variants > Get ...

3. Remove your personnel number from Created By field in the pop-up window and click on the

Execute button .
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4. Select variant “/NEGQUOTA” and click on the green check.
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5. Enter Personnel Number(s) or Personnel Area.
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Cumulated Time Evaluation Results: Time Balances/Wage Types
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You can also use the Org. Structure button to locate and select an org unit in the organizational

structure.

I choose Organizational unit
Mame ID Code Valid from  [valid to |
= = Organizational structure

I [ O Org units to be recycled 0 21000887 4920000000ME 0550142008 Unlimite
> [ [ State of Morth Caroling 0 20000000 0000-StateMC 070162007 Unlimite
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Expand the structure until you find the org unit in which you are interested. Click the checkbox

beside that org unit.
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[ Choose Organizational unit
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Name |ID |Code v |
[ [J [ Judicial Branch 0 20000061 0000-Jdcl Br  07/0 4]
[ [ [[] Boards and Commissions 0 20000072 0000-Boards 070~
= [ [ Governors Cabinet & Agencies 0 20000081  DOOOD-Gov CBA 07/0 “
> [ [JJuvenile Justice Delinquency 0 20000035 180000000000 07/0)

> [J [ state Personnel 0 20000036 400000000000 0770

U [ [ Administration 0 20000037 410000000000 07!0;

I [J [ Environment Natural Resources 0 20000033 430000000000 07/0)

L [ [ wildlife Resources Commission 0 20000040 431100000000 07!03

P 3 [ Health and Human Services 0 20000041 440000000000 0770

I [ [] Correction 0 20000042 450000000000 0710§

I [J O commerce 0 20000043 460000000000 07.'0%

> [ [J Employment Security Commission 0 20000044 460300000000 07/0)

P [ [ Revenue 0 20000045 470000000000 0710

I [ [] Cultural Resources 0 20000046 430000000000 07/0)

> 3 [ Crime Control & Public Safety 0 20000047 490000000000 0770

I [ [[) State Budget & Managemant 0 20000048 300000000000 0770

< [ [ State Controller i 0 20000049 500000000000 0750

< [ [ Office of the State Controller 0 20000027 500000000000 0710
P CJ:lv] OSC BEACON: 0 20000082 501000000000 0750]
[ [[] OSC Business Services 0 20010634 500100000000 07!0;3
3 [J 08C Human Resources 0 20010635 500101000000 07!0&]
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Click on the green check to make your selection. The org units below the one checked will
also be included in the results. You will be returned to the main selection screen.

6. Click Execute .

View results:
e Only quotas with negative balances are displayed.
e Afilterisin place to hide other balances.
e This filter can be deleted to show all balances.

e Displayed results can be exported.
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Cumulated Time Evaluation Results: Time Bal
(S| cnoose || save |
Day balances
Data select. period 04/25/2009 - 04/28/2009
Pers._..lName |TmT§.rpe|Time type descript. E Humhber
259 Bonre T22R  Holiday Comp End Balance 9.00
M4 Wirgil ¢ T20R 0T Comp End Balance 4480
3400 Davit © T22R  |Haliday Comp End Balance TAal
452 Ferns N T22ZR  |Holiday Comp End Balance 1.00
4850 Traci T22R | Holiday Comp End Balance 12.00
52000 Debo o T22R  Holiday Comp End Balance 8.00-
538 Suel T22R | Holiday Comp End Balance 14480
4600 Debo o TE1R  AdvWeat Owed End Balance 1.60
854 Pamb A T22R | Holiday Comp End Balance 4.00
GOOR Julia T22R  Holiday Comp End Balance 8.00
F3gk  katin TE1R  AdviWeat Owed End Balance 0.40
698 Caro T22R  Holiday Comp End Balance 1.00-
7228 Trurm W T22R Holiday Comp End Balance 5.80-
729 Amalr o T22R Holiday Comp End Balance 380
737 0 Lu b T22R | Holiday Comp End Balance 12.00

Once employees with negative balances have been identified, steps should be taken to address the
situation. See the Addressing Negative Quota Balances Job Aid for more information.

NOTES:

e This variant displays the “day balance” time types that hold quota balances. These come

from Time Evlauation results, not from the Quota Overview.

e The “/NEGQUOTA” variant pulls values for “Today”. The “Period” selection can be changed
to “Other” dates or a range of dates. The time types being pulled are created for each day
there is a balance, so there may be multiple values listed if this report is run for a range of
dates.

e Separated employees will only show balances through their last day as an active employee.
There have been some issues with the time type values for some separated employees, so it
is best to verify these by looking at the current balance in PT50 — Quota Overview.

e To review tips on working with reports, go to the ERP Reporting Review Guide at
http://www.osc.nc.gov/beacon/training/wbt/course/bc120/bc120 guide.html.

e You may also access a Quick Access Card on Timesheet Icons in CAT-2 in BEACON Help.
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http://help.mybeacon.nc.gov/beaconhelpqa/Human_Resources/Time/Job_%20Aids/1pdf_Addressing%20Negative%20Quota%20Balances.pdf
http://www.osc.nc.gov/beacon/training/wbt/course/bc120/bc120_guide.html
http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Time_Entry_QRC.pdf

